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1.0 Introduction

1 INTRODUCTION

1.1 External User Guide

This user guide supports the entirely new FASS-PH Release 9.0.0.2 Asset Management
implementation at HUD. It provides information to facilitate the required electronic submission
of Financial Data Schedules (FDS) and supplemental Data Collection Forms (DCF) under the
Financial Assessment Subsystem for Public Housing Agencies. It contains the following
sections to guide the user in setting up for electronic submission, accessing the system, and
electronically submitting financial data to HUD.

Introduction provides the purpose, benefits, and overview of the system.

Getting Started includes software and hardware requirements for using the system.

Accessing FASS-PH shows how to log into and exit from the system.

Common System Features discusses basic system features including page layout and

links, and instructions for contacting the REAC Technical Assistance Center.

¢ Creating Financial Submissions provides step-by-step instructions and guidelines for data
entry.

¢ Submitting Financial Data discusses the final steps in electronically submitting financial
data to HUD.

o Deleting Financial Submissions shows how to delete unwanted draft and IPA review

status submissions.

1.2 System Purpose

The U.S. Department of Housing and Urban Development (HUD) created the Real Estate
Assessment Center (PIH-REAC) to centralize and standardize the way HUD monitors and
evaluates HUD developments and programs.

PIH-REAC designed the Financial Assessment Subsystem for Public Housing (FASS-PH) to
financially assess Public Housing Agencies (PHAs). FASS-PH helps measure the financial
condition of PHAs and assesses their ability to provide safe and decent housing. FASS-PH
also provides PIH-REAC with a complete database of the financial data of PHAs. The system
provides PHAs with the ability to submit financial information to PIH-REAC via a secure Internet
connection.

1.3 System Environment

FASS-PH is a secure web-based system accessible on the Internet for external users (such as
PHAs and their agents) and on the HUD Web, HUD’s intranet, for internal users (HUD/PIH-
REAC users). FASS-PH users include the following groups:

o PHAs and their agents — Public Housing Agencies responsible for submitting financial
information to PIH-REAC/HUD for analysis. This includes any employee or agent of the
PHA delegated to submit financial data on behalf of the PHA, including independent
public accountants (IPA), and fee accountants.
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¢ PIH-REAC and other HUD offices — PIH-REAC users responsible for assessing PHAs and
any other HUD users

1.4 System Benefits

FASS-PH is an easily accessible and efficient system for PHAs to submit financial information to
HUD electronically, reducing administrative burdens for both PHAs and HUD. This system:

Allows easy access for PHA users and their agents, and HUD users
Protects financial data in a secure system

Provides automated data entry formats

Provides timely feedback on submission acceptability

Provides capability to print and save submitted data

Maintains electronic records

Allows electronic review of financial data

Ensures software version control

1.5 Abbreviated System Checklist

The steps to create and submit financial data using the abbreviated FASS-PH system are
straightforward. Here are the steps:

Create Spreadsheet(s) of agency-wide financial data and store in one Excel File

Log into the System (See Sections 2 & 3)

Create Electronic Submission, defining parameters (See Sections 5.2 & 5.3)

Using Comments Page, key in ancillary data for submission (See Section 5.4)

Using Comments Page, upload financial spreadsheet file (See Section 5.4)

Submit the data to HUD REAC Using Submit Page (See Section 6.1)

Monitor the status of the submission by checking the Inbox (See Section 6.2)

Correct and Resubmit the data if necessary based on returned status (See Section 8)
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2 GETTING STARTED

2.1 Software Requirements

The electronic submission of Financial Data Schedules and Data Collection Forms using the
Financial Assessment Subsystem for PHAs (FASS-PH) requires computer resources and an
Internet browser. The optimum software and hardware resources are recommended for
efficiency, although users can operate with the minimum required resources.

2.1.1 Optimum Hardware Resources

Processor: Pentium Il or higher
RAM: 128 MB or higher
Modem: DSL or Cable

Video card: 256kb or higher
Free hard drive space: 75MB

2.1.2 Optimum Software Resources

Operating System: Windows XP or higher
Standard Browser: Microsoft Internet Explorer' 6.0 SP1 with 128-bit encryption
PDF Reader: Adobe? Acrobat Reader 4.05 or higher

use versions of Internet Explorer greater than 6.0 SP1 listed above. Internet
Explorer 6.0 (128-bit) can be downloaded from the Internet. The procedures to
Note download Internet Explorer 6.0 (128-bit) can be found at
http://www.microsoft.com/windows/downloads. For instructions on downloading
Adobe Acrobat, please go to http://www.adobe.com/downloads/

ﬂ Internet Explorer 6.0 SP1 is the standard browser for FASS-PH. Users should not

Minimum Hardware Resources
Processor: 486

RAM: 8 MB

Modem: 14.4kb

Video card: 256kb

Free hard drive space: 50MB

2.1.3 Minimum Software Resources
Operating System: Windows XP

! Copyright© Microsoft Corporation.

Copyright© 2000 Adobe Systems Incorporated.
All rights reserved. Protected by the copyright laws of the United States and international treaties.
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Browser: Microsoft Internet Explorer® 6.0 SP1 with 128-bit encryption
PDF Reader: Adobe* Acrobat Reader 4.05 or higher

3 Copyright© Microsoft Internet Explorer Corporation.

Copyright© 2000 Adobe Systems Incorporated.
All rights reserved. Protected by the copyright laws of the United States and international treaties.
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3 ACCESSING FASS-PH

3.1 Authorized Users

Because the Financial Assessment Subsystem (FASS-PH) is a secure, web-based system that
contains sensitive financial and housing information, users must register for a secure HUD user
ID.

An Internet user can access FASS-PH only after registering for a user ID, receiving that user ID,
and having the appropriate system rights assigned. Further restrictions apply regarding system
access for PHAs. A user must be assigned to a PHA by the PHA’s system coordinator before
the system will allow data entry and submission.

There are two types of system users: Coordinators and Users. The Coordinator serves as the
PHA'’s representative to perform system administration functions, such as controlling system
access and assigning roles. The User reviews and submits data to HUD.

The Coordinator controls which Users have access to prepare, review, or submit data on behalf
of the PHA. A Coordinator is also responsible for forwarding all information that is received
electronically from HUD to the PHA’s Executive Director.

A User also registers to do business on behalf of the PHA. The User, however, has no system
access control. A User depends on the Coordinator for the necessary access to prepare,
review, or submit data.

For details regarding obtaining and maintaining user IDs, please reference the WASS Secure

Connection and Secure Systems User's Manual. The document is posted to the PIH-REAC
website at http://www.hud.gov/offices/reac/ind_usrgds.cfm

3.2 Logging On to the System

Accessing the Financial Assessment Subsystem (External PHA/IPA Reviewer)

ﬂ FASS-PH has been tested on Internet Explorer version 6.0 SP1. Please use this

— browser to access FASS-PH.

The following steps demonstrate how to access the Financial Assessment Subsystem:

Step 1: Launch the Internet Explorer browser on your computer.
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Step 2: Enter the following address in the Location/Go to field of the browser:

http://www.hud.gov/offices/reac/

Address :Ej hitbps f vy hiod . govfoffices reac)

Step 3: Press the Enter key on your keyboard.
The following page “Real Estate Assessment Center (REAC)” appears:

Homes &
Communities

En espaiiol | Contact Uy | Textonly | Search findex
Real Estate Assessment Center i | y

g

g

U5 Deparm

and Urban De

Real Estate

Real Estate Assessment Center (REAC)
Assessment Center
" The Real Estate Assessment Center's (REAC) mission _
PDE is to provide and promote the effective use of HElprI Tools

Business area products accurate, timely and relisble infarmation assessing the Forgot your password to PIH-REAC
Business pariners cendition of HUD's portfolio; to provide information to Systems?

help ensure safe, decent and affordable housing; and } Password Reset

to restore the public trust by identifying fraud, abuse

Common questions
W and waste of HUD resources. More...

Calerdar Password reset requires you to
Industry user guides provide exad information from your
Library Syste igrade Release Schedule original ragistration.

Directory System Upgrade Release Schedule 1LY Passwords must be changed every
Training 60 days for the Secure Systems.

Technical support #ll systerns will be unavailable frorm Sprm Eastern

Contact us Friday September 19, 2008 until 7am Eastern X
Menday Sepetmebe 22, 2008 for scheduled Hot links

HUD news maintenance. We apologize for any inconvenience,
b Technical Assistance Center

Homes - . b Unique IPA Identifier
PIH-REAC System Upgrade Release Schedule registration (U11)

Resources + PIH-REAC bocation miap
* Friday September 19, 2008 - Spm Eastemn ¥ Public and Indian Housing (PIH])
Communities b DOffice of Housing
¥ PHAS training
Woarking with HUD MOTE: With the March 2nd 2007 release of Secure b HUD's hurvs
’ Systerns, HUD has implermented an upgraded S S ML SN IRLOVEry

raols program for security, and have changed our URL for resources

0o (St i Gl oo i U e b= b= comm b NTU' hinadr ann wnrn e

Step 4: Single click on the Online Systems link located on the left column of the page.

The “Online Systems” page appears. This page displays information on HUD REAC Systems
and is the Portal to HUD REAC Systems.
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Homes &
Communities

% off

il | € + Teut % h /| g
Real Estate Assessment Center [ mry: el e v S e oy S B

Online Systems

T — CLf Information by $tate
Bupsiness partieees i E Print warston
Onlin systems System Upgrade Release Schedule 000
Lonnmcn cuen s Hons
Lalerdar All gystarng will ba unavailable from Bpm Eagtam
Industry user guldes Friday Sepbammbar 19, 2008 until 7am Eadtam
Lbrary Monday Sepatebe 22, 2008 for schaduled Existing users
Darectory maintenance. Wa apclogize for any inconveniancs, F Login here
Tradming
Tachnic ol support PIH-REAL System Upgrads Release Schadubs Heed to access HUD systems?
Contact us ¥ Reokiter online
* F tember 19 .- 1
HUD nigws riday Fap bl Uel sl Forgot Password?

mater Parpverd repat will requine
you to provide axac infarmaticn
From your aiginel regiatration

Helpiul Tools

Homes MOTE: With the Marth 2nd 2007 raleste of Sacure
Syitamnid, HUD had implamartad sh upgraded
RESiurces programn for security, and have dhanged our URL for
lagging in Pleass update sl bookmarks to use the

Working with HUD Hals with tha December Fih, 2007 ralasie uiers of b Dnlee Raalststion
Wils5 will no borger ba allowed multiple laging into b = =
Swoure S¥stems, This means that if you soe logged Cubck Tigs for Regtyiration
inta the system and :I:I;rt '\-l:-rkllln-:l @ llﬂl.'-l'-hﬂ P Teihiscal FAQS

Step 5: To enter the FASS-PH system, if you have a user ID and password, click on the
Login here link, and continue to step 6.

Otherwise, click on the Register online link and refer to the WASS User’'s Manual for
instructions on registering.

To reset your password, click the Password Reset link.

Step 6: After clicking the Login here link, the following Secure Systems Single Sign On —

User Login page appears:

ﬂ' m User Login
|

Secure Systems User ID
Single SIQH On Password

Forgot your password? Click the link to reset your password and for other useful
information.

ATTENTION: This computer system, and all the systems associated with this system for User Authorization

and Authentication, are protected by a computer security system; unauthorized access to these systems is

not permitted; and usage may be monitored.

NOTE: There is an inactvity timeout of 20 minutes. Please save your work perodically to avoid being logged out.

Plaase also note that there is a 4 hour session imeout, after which, you will need to re-authenticate. You can then resume where yo
off.

Content updated June 15, 2007

@ U, 5, Departrment of Housing and Urban Development Home |
451 7th Street S.W., Washington, DC 20410 Statenw
Telephone: (202) 708-1112 TTv: (202) 708-1455
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Step 7: Enter your user ID and password, and single click the pushbutton.

The user ID is six characters where the first character is either an “M” or an “I.”
An example of a user ID is: M12345.

Note

The Financial Assessment — Secure Systems Legal Warning page is displayed. The link
selections under the Systems Section will vary depending on the user ID. There will always be
a FASPHA link if your User ID has FASS-PH access rights.

& User Login

help | search | home | logout

Secure Systems

Legal Warning

Misuse of Federal Information through the HUD Secure Connection web
site falls under the provisions of title 18, United States Code, Section
1030, This law specifies penalties for exceeding authorized access,
alterations, damage, or destruction of information residing on Federal
Computers,

Warning Notice

The Secure Systems security access software supports Internet Explorer

6.0 browser. Internet Explorer 5.0 browser is supported for all processing

systems except ARAMS, Other browsers may not be compatible with this
software.

Message of the Day

Area 47 - FASPHA Testing Only July 10, 2008 to July 31, 2008
{ Undated by HWASSH on 2008-07-03)

SAGIS Training until 8/20/2008
{ Undated by HWASSH on 2008-07-16)

Content updated May 9, 2008 o Back to Top

Step 8: Single click the push button. The Secure Systems Main Menu page displays:
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help | tearch | home | logowt

[ Main Menu
=4

Secure Systems

Systems

« Financial Assesement Submission - PHA (FASFHA) h
» Lender Agsessment Subsystem (LASS)

+ Public Housing Assessment System: Scores and Status (KASS)

o Quality Assyrance Subsystem (QASSH I

sysbem

administration
® Pasaveard Change
System Administration

ard Chan

Submission - FHA
(EASTHA]

Step 9: Single click on the Financial Assessment Subsystem — PHA (FASPHA) Link. This
will take you to the following page:

HU' Real Estate Assessment Center
”j! |/ Financial Assessment Subsystem (FASS-PH) ]

Public Reporting Burden for this collection of information is estimated to average 11 hours per
respondent, including time for reviewing instructions, searching existing data sources, gathering and
maintaining the data needed. and completing and reviewing the collection of information. Public
housing agencies are not required to respond to this collection of information unless a current, valid
approved OMB control number is displaved on the form. Public Housing Financial Management
Template, OMB No. 2535-0107, expires 08/31/2009.

You are about to enter the Financial Assessment Subsystem. Please click the link below to continue.

CONTINUE

Step 10: Single click on the CONTINUE jink. This will take you to the Financial Assessment
Sub System (FASS-PH) MENU page:

External User Manual 3-5 1/27/2009



3.0 Accessing FASS-PH

’ 'l. 1. Y Real Estate Assessment Center
il Financial Assessment Subsystem (FASS-PH)

FASS-PH Main Menu

Please click on one of the two buttons below to take you to the appropriate system.

Step 11: Single click on the right button

Fiscal year end Fiscal year end
on or before on or atter
03/31/2008 06/30/2008
(Click left button to access (Click right button to access
scores and status of each PHA scores and status of each PHA
with a fiscal year end of with a fiscal year end of
03/31/2008 or before.) 06/30/2008 or after.)

Fiscal year end

on or after
06/30/2008

“Fiscal year end on or after

06/30/2008”. This will take you to the first page of the FASS-PH system, called the Inbox

’H Financial Assessment Subsystem, (FASS-PH)
Work Items Search
Create Submission Submission = T =
Unusual Circumstance Request Type [All ~| PHACode |Al v
Delete Draft Submission Al |
Create XML Submission 2 )
Link to 3/31/2008 and prior Fiscal End (ar @l Search
Submissions Inbox Year — |
Nothing found to displav.
Resources
Additional Help User Guide and System Documentation Technical Assitance Center

FASS-PH website

3.3 Exiting The System

You can exit and return to FASS-PH at any time. Because FASS-PH is a secure system
containing sensitive public housing information, you should exit FASS-PH when leaving the

computer. To

exit the system, click on the Close ‘ control icon in the top right corner of the

page. The FASS-PH application will close and the desktop will display.
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3.4 Hints For Using The FASS-PH System

A Only open one session at a time. Multiple browser sessions may cause data corruption
with FASS-PH submissions.

A Do not mark any FASS-PH web pages as favorite. Access the application via the PIH-
REAC Online Systems page.

A Use only recommended browsers.
Do not use the browser Back or Forward buttons unless instructed.

Do not re-click the Save button while the system is processing

External User Manual 3-7 1/27/2009



40 COMMON SYSTEM FEATURES



4.0 Common System Features

4 COMMON SYSTEM FEATURES

4.1 Standard Page Layout

The system consists of data entry pages that allow authorized PHA users to enter financial
information for submission to HUD. Most of these pages follow a standard layout which
contains navigation menus and information sections in the same location on each page, as
shown in the example below:.

On most pages you will see:

A gold navigation bar at the top of the page with standard links

A blue menu table at the top left of the page

An “Additional Information” box at the top right of the page

Help and Technical Assistance Center links in the Information Box

Where appropriate, PHA and Submission Information at the top center of the page

oD~

| ' Real Estate Assessment Center
1 y Financial Assessment Subsystem (FASS-PH)

-

¢ PHA Information Additional Information ‘_®
] PHA Code CA999 Technical Assistance Center
m PHA Name Hometown Housing Authority Help ‘_®

Fiscal Year End Date: 03/31/2020
ubmission Type: Unaudited/Non-A-133 ‘ O
5,

PHA Information
PHA Code CA999
PHA Name Hometown Housing Authority I

4.2 Inbox Page Layout

The layout of the InBox, the Primary FASS-PH page, is slightly different from the standard
layout, as shown in the example below:

This page has a navigation menu on the top left, under the title “Work Items”, rather than the
blue menu box seen on other pages. Help and assistance links are at the bottom of the page,
under the title “Resources”

1. Additonal Help link provides PHAs with on-screen assistance.

2. User Guide and System Documentation can be accessed with a single click

3. Technical Assistance Center link

4. FASS-PH website link

External User Manual 4-1 1/27/2009
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ilaln > Real Estate Assessment Center

* HIEH &

h | Financial Assessment Subsystem (FASS-PH)
Wark Items Search
j”rnﬂ;# 5 S SIan Suby

i i T:p:'“"’" Al v PHA Code |AN v
alata Draf bz g
Q‘":m = er t‘“""; I"'hrf]'n'l"i; "LI; Status All b
Link to 3/31/201 nd prigr Fiscal End P -
Submissigns Inbox Year &
MNothing found to display
Resources

er Guide and Svstem Documentation Technical Assitance Center

@*«1, ditignal Halp
FASS-PH website

2 @

2

#
&)

D
Remember to save your work before leaving a page. To avoid losing work, use
the underlined system links to move from page to page, instead of the browser
Back and Forward buttons (unless instructed otherwise).
Note

4.3 Printing Pages

To print pages, use the browser Print ;

and then select Print

=

= button at the top of the page or select File menu,

Mew 3
Cpen... Chrl+0
Edit with Netscape Navigator

Save As...

Page Setup...
Print...
Print Preview. ..

Chrl+P

Send »
Imnport and Export...

Properties
Work Offline
Close

4.4 Contacting the Technical Assistance Center

If you have questions about using the FASS-PH system, you can contact the PIH-REAC
Technical Assistance Center by phone or by email.

External User Manual
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441 By Phone

You can call the REAC Technical Assistance Center with system questions toll-free Monday
through Friday, 7:00 a.m. to 6:00 p.m., Eastern Time at 1-888-245-4860.

4.4.2 By Email

At the bottom of the FASS-PH page, click on the Technical Assistance Center The User
Guide/TAC Instructions page displays. Follow the instructions on the page. The Real
Estate Assessment Center (REAC) Technical Assistance Center Submission page will
display.

Real Esate Assessment Center

Hems > Aawi HUR > Hael tilate Alisssriacd Saoter > Sentad ul
contact us
Customer Service Center Submission

Pleace fill out this form to assist us with answering your question. If confidantiality
i5 an iz ase call the REAC Customer Service Center directly at
1-BE8-245-4840.

* = ruquired fields

Your Contact Information:

Flrst Maame

Lant Piame *:

Email Aiddress®:

Plrase Confirm Email Addswes =

Fax Number:

Weh User ID:

I
[
I
[
Phane Nusher*: ]
[
I
[
I

Financial Assessment Public Housing Information:
A Code: I

PHA Name: I

Fiscal Year Ending(FYEE |

Your Question:
Flease teZlus your questicn. ade any relevant mepsages that will
AEFiSt UE With SdEERINE FOW PAEDEAr W eue

=
b
& W necesvary, upbowd u file: Heawir...
Submit
D) ek s Top

[ Geas Steamant
e

Click in the blank fields and enter the information requested.

Click on the Submit Sulol button to send the question or comments to the REAC
Technical Assistance Center.
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5.0 Creating Financial Submissions

5 CREATING FINANCIAL SUBMISSIONS

The main purpose of the system is to create financial submissions in a secure and controlled
manner. The information below describes how to use the system to upload a spreadsheet
detailing the financial information reportable to HUD for your organization. One “submission”
refers to the entire package of information, including the uploaded spreadsheet and associated
documents and comments that you send to HUD for one fiscal year end reporting period, for
each unique submission type. Thus if you send an unaudited, and later an audited submission,
that would be two submissions since they are different submission types.

5.1 Inbox

The log on procedures described in section 3 brought you to the Inbox, the first page of the
FASS-PH system. From this page, the major activities of the system are launched. The main
functions you can go to from this page are Create Submission and Delete Submission. You
can also link to the 3/31/2008 and prior Submissions Inbox, which is an entirely separate
program, not covered in this manual.

'IIHH ; Real Estate Assessment Center

* Hi w =

% g\:hl‘; & Financial Assessment Subsystem (FASS-PH)
Work Items Search
Create Submission _Srubzﬂssion :AII v PHA Code cagas v
Delete Draft Submission P —

Status | All L |
Link to 3/31/2008 and prior - =
= Fiscal End F I

Submissions Inbox gy | 09/30 v || 2008 |
Nothing found to displav.
Resources
Additional Help User Guide and System Documentation Technical Assitance Center

FASS-PH website
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5.0 Creating Financial Submissions

Whether you Create a new financial submission or modify an existing one depends on whether
or not there is one already out there matching your criteria (). To determine this:

o Make sure your PHA code is displayed in the box on the upper right of the page

e Input the Fiscal Year End data you want (or specify “All”),

o Set the Submission Type and Status to “All”

o Press the 522 Jputton.

Real Estate Assessment Center
(=% * &)
2 Financial Assessment Subsystem, (FASS-PH)
\ .é/
Work Items Search [
Create Submission Submission [ Ere—— |
- S | Al ¥| (PHA Code |ALOIG v
Delete Draft Submission
Status [ Al |
Link to 3/31/2008 and prior - B Ty "
: Fiscal End T =
Submissions Inbox Yol ID%U "I!2UUB |
Nothing found to display.
Resources
Additional Help User Guide and System Documentation Technical Assitance Center

FASS-PH website

5.1.1 Creating a new Submission
When the message “Nothing found to display” is returned to the page, you know that no drafts

have yet been started for this fiscal reporting period for your PHA. Make sure the PHA Code is
correct, and then select “Create Submission” to create a new submission for your organization.

Real Estate Assessment Center

|2 % * 5 %
Financial Assessment Subsystem (FASS-PH)
Work Items Search
Submission (Al ~|  PHA Code [cmmas +|
A Type L= =
Delete Draft Submission
Status |AII v|
Link to 3/31/2008 and prior -
Fiscal End
Submissions Inbox Foar 09/30 V! 2008
(Nothing found to display. )
Resources
Additional Help User Guide and System Documentation Technical Assitance Center

FASS-PH website
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5.0 Creating Financial Submissions

A PHA Information data entry page will display, with your PHA code already filled in:

1|.' ” A Real Estate Assessment Center
1”5/

Financial Assessment Subsystem (FASS-PH)

PHA Information Additional Information
PHA Code CAI99 Technical Assistance Center
PHA Mame Hometown Housing Autharity Help

EIN Number MNj &
Address(linel) 123 Fourth Street
Address(line2)

City Hometawn

State A,

Zip Code 99398

Reporting = 1 ]—
Ending Date L03/31 f|2008

® Unaudited/Non-A-133
) Unaudited/No Audit
O Unaudited/a-133

Submission
Type

O Non-Asset Management with Elimination Only
) Non-Asset Management with COCC/Elimination
Asset (&) Non Asset Management
Management () Asset Management without COCC/Elimination
(O Asset Management with Elimination Only
) Asset Management with COCC/Elimination

[0 component Unit {Check this box if the PHA is
Component a component unit of the local government or local
Unit jurisdiction and will not be receiving its own
separate A-133 or non A-133 audit.)

Submission

Option @) Blank Submission

Save

Complete this page, insuring that each of the fields is correct for your submission and that the
Reporting Ending Date year is filled in (See section 5.2, below). Once you have saved the PHA
Information page successfully, your draft submission exists in the system. If you exit the system
now, any further visits to the system to create or add data for your submission will be done by
selecting your draft and modifying it, not by creating a new submission.
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5.1.2 Modifying an existing Draft Submission

5.0 Creating Financial Submissions

In this abbreviated version of the FASS-PHA, all modifications to your financial information will
be made to your MS Excel spreadsheet prior to using this system to upload the spreadsheet.
Before creating a new submission, you searched to see if any draft submissions already

existed.

If your organization already had financial data submissions associated with it, then

instead of the “Nothing found to display” message, a list displaying each submission would be

returned to the page.

In the example below, select one of the Draft submissions listed by

clicking in the Status column to bring up the next page, the PHA Information Page.

w

A

Real Estate Assessment Center
Financial Assessment: Subsystem, (FASS-PH)

Work Items Search
Create Submission _Srubzussmn I'A” \7| PHA Code CADG99 _\TI
Delete Draft Submission e
Status :_AII
Link to 3/31/2008 and prior - 3 S
Fiscal End ; 1
Submissions Inbox Yoot |09/30 v | |
PHA Code Fiscal Year End |Date Received | Submitter/Reviewer
Draft  DCOO1 Hometown Housing  Unaudited/Non-A- o /34,547 M00207
Authority 133
Draft  DCoO1 Hometown HOUSING  ynaidited/A-133  09/30/2010 M00202
Authority
Draft  DCOO1 HometownHousing ;. dited/A-133  09/30/2011 M00202
Authority
Hometown Housing : N
DCool Authority Unaudited/A-133 09/30/2008 M0o0oz0z
5-4 1/27/2009
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5.0 Creating Financial Submissions

Notice that the PHA Information Page is different from the page that displayed for the initial
creation of the Submission. Because the PHA Information has been established, the navigation
menus are now present, giving you the tools to proceed with the building of your draft
submission.

Real Estate Assessment Center
Financial Assessment Subsystem (FASS-PH),

PHA Information Additional Information
L——— PHA Code CAI99 Technical Assistance Center
Beemmn= :
PHA Name Hometown Housing Autharity User Guide and System

Documentation
Fiscal Year End Date: 03/31/ 2009
Submission Type: Unaudited/Mon-4-133

PHA Information

PHA Code CA999

PHA MName Hornetowr Housing Authority
EIN Number MNSA

Address(linel) 123 Fourth Street
Address(line2)

City Hometown
State Ch
Zip Code 89983

Reporiing [04/01 v|[2008

Beginning Date

Reporting 1—03){31 VH—EDDQ

Ending Date

@ Unaudited/Non-A-133
C Unaudited/No Audit
O Unaudited/A-133

Submission
Type

(&) Non-Asset Management with Elimination Only
(O Non-Asset Management with COCC/Elimination
Asset () Non Asset Management
Management (O Asset Management without COCC/Elimination
() Asset Management with Elimination Only
(O Asset Management with COCC/Elimination

[0 Component Unit (Check this box if the PHA is
Component a component unit of the local government or local
Unit jurisdiction and will not be receiving its own
separate A-133 or non A-133 audit.)

Save

5.2 PHA Information Page

The PHA Information page allows users to verify and enter basic information about a PHA and
the type of programs under which they are funded. The page contains basic information about
the PHA, including name, PHA code, address, and fiscal year end date. To create a new
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5.0 Creating Financial Submissions

submission in the system, you must insure that all the fields on the page are correct for the
submission you are creating:

5.2.1 Reporting Beginning Date (month/day):

Select one of the 4 month/day options from the dropdown (01/01, 04/01, 07/01, 10/01). This
dropdown is defaulted to the current fiscal year beginning quarter for the selected PHA Code.

5.2.2 Reporting Beginning Date (year):
Enter a four-digit fiscal year beginning date. Example: Enter 2007 in the text box.

5.2.3 Reporting End Date (month/day):

Select one of the 4 month/day options from the dropdown (03/31, 06/30, 09/30, 12/31). This
dropdown is defaulted to the current fiscal year end quarter for your organization.

5.2.4 Reporting End Date (year):
Enter a four-digit fiscal year end date. Example: Enter 2008 in the text box.

5.2.5 Submission Type:

Select a radio button from one of the 5 submission types
e Un-audited/A-133
¢ Un-audited/Non A-133
e Un-audited/No Audit

5.2.6 Asset Management type:
Choose the appropriate Asset Management Type from the Radio buttons on the page. Three or
6 choices will appear, depending on the type of PHA you represent:
For a Section 8 Only PHA, the following choices will be present:

¢ Non Asset Management with Elimination Only

¢ Non Asset Management with COCC

o Non Asset Management (without COCC / Elimination)

For a PHA with Low Rent or Low Rent combined with 400 units or greater, the following three
choices will be present:

o Asset Management with Elimination Only

¢ Asset management with COCC

¢ Asset Management without COCC / Elimination

For a PHA with Low Rent or Low Rent combined, but with less than 400 units, all 6 choices will
be present:

¢ Non Asset Management with Elimination Only

o Non Asset Management with COCC

¢ Non Asset Management (without COCC / Elimination)

e Asset Management with Elimination Only
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5.0 Creating Financial Submissions

e Asset management with COCC
¢ Asset Management without COCC / Elimination

cannot be changed later, since it determines what types of forms the program
knows to expect. To change this field once you have started building the
Note submission, you would have to delete the submission and start a new one.

ﬁ Be very careful to select the correct Asset Management type. This field

5.2.7 Accounting Method

If this category is present, select one of the two options:
e Full Accrual
e Modified Accrual

This category will only be present on the page for Section 8 Only PHAs. All other PHAs must
use Full Accrual Accounting, and therefore no choice will be offered on the page.

5.2.8 Component Unit designation

Check this box if the PHA is a component unit of the local government or local jurisdiction and
will not be receiving its own separate A-133 or non A-133 audit

5.2.9 Save Completed Page / Edit Check
Click on the button.
If the application detects any errors or omissions on the form, an error message will be returned

and the form will not be processed until the problem is corrected. In the Example below, Fiscal
year was omitted for Reporting Ending Date

Reporting 01/01 | |2007

Beginning Date
) ( ® Fiscal year must be four digit number }
Reporting

Endi Dat , Ii
nding Date 03/31 v

In this case, if you add the correct fiscal year and select Save, you will resubmit the page for
processing.
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5.0 Creating Financial Submissions

In the example below, fiscal year 2009 was entered in Reporting Ending Date field in 2008,
before 2008 processing was completed for this PHA:

System Response Message

Please use your Browser Back button to return to the
previous screen.

The Reporting Ending Date is not a valid fiscal year end date for
this PHA. Please select a valid fiscal year end date.

In this case, click on the “back” browser arrow at the top left of your screen to return to the
previous page, and enter the correct information.

This error message was generated because a submission already exists for the selection
criteria you set.

The submission has following error, please return to inbox

The system has one existing unaudited submission.

[ Backto My Inbox ]

Either revise the dates, or delete the old draft.
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5.0 Creating Financial Submissions

Verify that the fields are correct or modify them, fill in the correct fiscal year, and press the save
button at the bottom. The PHA Information page will re-appear, with the top menu items and

navigation tabs present:

PHA Code

PHA Mame

CABYS
Hometown Housing Authority

Fiscal Year End Date: 03/31/ 2009

Submission Type:

PHA Information

PHA Code
PHA Mame

EIN MNumber
Address(linel)
Address(line2)
City

State

Zip Code
Reporting
Beginning Date
Reporting
Ending Date

Submission
Type

Asset
Management

Component
Unit

External User Manual

Unaudited/Non-A-133

CABYS

Hometown Housing Authority
NS A

123 Fourth Street

Hometown

CA
999493

03/31 V| 2008

@ Unaudited/Non-A-133
C Unaudited/No Audit
O Unaudited/A-133

(&) Non-Asset Management with Elimination Only
(O Non-Asset Management with COCC/Elimination
() Non Asset Management

(O Asset Management without COCC/Elimination
() Asset Management with Elimination Only

(O Asset Management with COCC/Elimination

[0 Component Unit (Check this box if the PHA is
a component unit of the local government or local
jurisdiction and will not be receiving its own
separate A-133 or non A-133 audit.)

Save

5-9

Real Estate Assessment Center

Financial Assessment Subsystem, (FASS-PH)

PHA Information Additional Information

Technical Assistance Center

User Guide and System
Documentation

1/27/2009



5.0 Creating Financial Submissions

5.3 Select Programs for the PHA

Once the PHA Information page is complete, there is one more step required before
loading your financial data. You must designate one or more programs through which
your organization receives funding. If you attempt to select “Submit” from the top row of
tabs before you have identified at least one program, nothing will happen. The tabs are
disabled until programs have been selected.

and save at least one, and no difference in processing based on the number you
select. In future you will be required to select all programs through which your
Note organization receives funding.

ﬁ Currently there is no validation of the programs you select, as long as you select

5.3.1 Select Programs

Select the Programs+ and Program Selection tabs at the top of the PHA Information page, as
shown below:

| Real Estate Assessment Center
}1 Financial Assessment Subsystem (FASS-PH)

ﬂ Programs mm_

PHA Info

|
PHA Code o]
PHA Mame Hometown Housing Autharity Halp
Fiscal Year End Data: 0331/2009
Submission Typa: Unaudited/Mon-A-133
PHA Information

A list of all active Programs will be displayed, as shown below, with check boxes to the right so
that you can select the ones appropriate to your organization.

If you are a low rent or low rent combined PHA, two of the Programs are already

pre- selected for you, Low Rent Public Housing, and Public Housing Capital

Fund Program. Not all Low Rent PHAs have a Capital Fund Program. If you do
Note not, you can un-check this program by clicking on the check-box.
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Financial Assessment Subsystem (FASS-PH)

Program Select Additional Information

PHA Code CAZ99 Technical Assistance Center
PHA Name Hometown Housing Autharity Help

Fiscal Year End Date: 03/31/2009

Submission Type: Unaudited/Non-A-133

CDFA# Name of Program

14,182 N/C S/R Section 8 Programs |l
14,312 New Approach Anti-Drug Grants ¥
14,850 Low Rent Public Housing ‘—
14.852 Public Housing_Comprehensive Improvement d

Assistance Program
14.853 Public Housing_Tenant Opportunities Program |l

14.854 Public and Indian Housing Drug Elimination 0
Program

14,855 Section 8 Rental Voucher Program ‘

14.855 Lower Income Housing Assistance [Details]

Program_Section 8 Moderate Rehabilitat
14,857 Section § Rental Certificate Program
14.858 Hopel
14,859 Public Housing_Comprehensive Grant Program

14.860 Head Start Public Housing Early

: Childhood/Development Demonstration
14,861 PIH - Family Investment Corporation
14,8563 PIH - Youth Sports Program

14.854 Economic Development and Supportive Services
Program
Revitalization of Severely Distressed Public

Housing
14.868 MNew Approach Anti-Drug Grants

14.866

14.871 Housing Choice Vouchers
14.872 Public Housing Capital Fund Program

g Other Federal Program 1
9 Other Federal Program 2
a1 Other Federal Program 3

Debt Service Fund

Business Activities

General Fixed Assets Account Group
State/Local

Fiduciary

Component Units

Internal Service Fund

(GaeD(Reset]

DDDDDDDDDDTHDD O R | 6 ]
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5.0 Creating Financial Submissions

Select the appropriate programs by clicking the corresponding checkboxes in the Select
column. A checkmark k4 appears in the box. Click the checkbox again to deselect the program.

Check all the programs applicable to your organization, and then select the button.

does not have a CFDA number. Just click the corresponding checkbox as you

ﬁ The “Other Federal Programs 1, 2, and 3” can be used when a federal program
would for any other program.

Note

5.4 Comments Page

The Comments page allows users to provide comments about a financial submission, keeping
them as part of the submission. In this current abbreviated version of the system, the
comments page is the mechanism for uploading a spreadsheet of the PHA'’s financial
information into the system.

After one or more programs have been selected and saved, select “Comments” in the blue
menu on the left of the page.

Real Estate Assessment Center
|l|" Financial Assessment Subsystem (FASS-PH)

_——
PHA& Code achnic
_b' PHA Nama Hommetown Housing Autharity Halp
Fiscal Year End Date: 033172009
Submission Type: Unaudited/Non=-&-133
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5.0 Creating Financial Submissions

The Comments Page will appear. First enter or paste in your comments in the Value field in
the top section, and press the button. You can then upload your organization’s
spreadsheet of financial data by designating the path to the file in the Value field provided in the
lower section. You can find the file location of the spreadsheet by selecting the
button. This will display filenames on your computer. Highlight the file containing your financial
spreadsheet and press “Open”. Then press the button to upload the spreadsheet.
(See examples circled below):

*

Real Estate Assessment Center
Financial Assessment Subsystem (FASS-PH)

PHA Name

CAg99
Hometown Housing Authority

Fiscal Year End Date: 3/31/2009

Submission Type:

[Elomonis | pescripion | Valus |

ype comments here

G6000-030 Submission Comments

etomentt Jocscription | Voo [oetais |

Unaudited/Non-A-123

and press 'Save'l

Resét

CBrowse.. D

- (ploadFie )

N s L Additional information

Technical Assistance Center

The comments page, above, has two sections, one for typed comments, and one to identify the
path to and location of your spreadsheet file for upload. A file selection page, similar to the one

below, will be called when you press the “Browse” button.

Choose file
Look in: |L'f) Financial folder cF BE-
A D Previous Years
L\g' () Document Templates
My Recent C)FAsS
Documents |~ pacs ritiate
?]_' [C)PASS
[C)PASS Initiate
Deskiop 5 Weekly Status Reports
. "7 2008_10_20_08_54_42
J - 2008 _XMas party Invitation
E Bal Sheet Income Stmt
Ly ler=re @_]Change password
- _E @_] Documents Developed
My Computer
My Network  File name: @al Sheet Income Stmt j) q Ogen ?
Flaces
Files of type: | Al Files ") -l Cancel
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After you press the button, the resulting page will show the file name of your
spreadsheet file that was uploaded, with options to view or delete the file:

Real Estate Assessment Center
Financial Assessment Subsystem (FASS-PH),

—
— PHA Code Techflcal Assistance Center
PHA Name Hommwn Housing Authority Help

Fiscal Year End Date: 03.31/2009

Submission Type: Unaudited/Non-A-133

[Elomens | Doscripion | _vaie |
i

= iaai our comments
G6000-030 Submission Comments

[ Eiementt | Description ] Vaiue ] _Detats |

G6000-040

@I Sheet Income Strmt, @\hew Delete
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6.0 Submitting Financial Data

6 SUBMITTING FINANCIAL DATA

This chapter will guide you through the actual submission process, for Un-audited submissions.

In future the system will perform a submission completeness check for you before you submit
the data. For now, you must check your data manually before uploading and submitting.

6.1 Certifying and Submitting the Spreadsheet Data

The Submit page contains a Certification Statement. By submitting financial data electronically,
the PHA user certifies that the data is accurate and complete and in accordance with the stated
requirements. Before trying to submit, be sure that the excel file containing your financial
information has been uploaded.

From the top navigation bar, select the SUBMIT tab. The Submit Page, including the
Certification Statement, will display:

” I Real Estate Assessment Center

Financial Assessment Subsystem, (FASS-PH)

PHA Code CARG9
m PHA Mame Hometown Hausing Autharity

Fiscal Year End Date: 03/31/2009

Submission Type: Unaudited/Mon-A-133

Certification Statement

This is to certify that, to the best of my knowledge and belief,
the information contained in this submission - including but not
limited to the accompanying FDS and entity self assessment - is
accurate and complete for the period described on data element
lines G9000-010, G2000-021, and GZ000-031.
By selecting Submit Financial Data, I declare that the foregoing
is true and correct.

( SubmitFinancialData [

Please Click on "My InBox’ at the top to Return to your inbox.
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6.0 Submitting Financial Data

Select the [ Submit Financial Data

J button to submit the financial data you uploaded and
keyed into the comments page. If the submission is successful, the following congratulations
page will display:

1
R Real Estate Assessment Center
‘ 5 Financial Assessment Subsystem (FASS-PH)

Programs

e
e —Sa

PHA Name Hametown Hausing Authanty
Frscal Year End Data: 0373172008
Submissien Typa: Unaudited/Non-A-132

Congratulations! Your submission has been successfully transmitted to FASS5.PH.

Date/Time: Wed Mov 26 13:58:04 EST 2008
Confirmation Key: 1856000000.222.56.8.RVS

Please Click on "My InBox" at the top to Return to your inbox.

Click on the “My Inbox” link on the top navigation bar to return to the Inbox.

On the inbox, your submission’s status has changed from Draft to PHA Submitted. During the
nightly batch process, the status will change to “Review”.

5
[ !
[= % JIBIN & &)
h / Financial Assessment Subsystem (FASS-PH),
\-'33."*'-
Work Items Search
Create Submission Submission
g oy Type Al ¥ PHA Code |CAZ33 v
Delete Draft Submission
Status Al |

Link to 3/31/2008 and prior

Fiscal End el |
Submissions Inbox v All v 2009 [%
Status PHA Code Fiscal Year End Submitter/Reviewer

PHA Submitted §2A999 Hometown H Unaudited/Non-A-133 03/31/2009 11/26/2008 M0O0201
Resources
Additional Help User Guide and System Documentation Technical Assitance Center

FASS-PH website
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6.0 Submitting Financial Data

After REAC completes the internal review the status changes to Approved, or Rejected. If
Rejected, you must correct the errors in your spreadsheet, create a new submission, upload the
corrected spreadsheet, and resubmit your data to REAC.

Please refer to section 6.1 for monitoring your submission status.

6.2 Monitoring Submission Status
(Submission Status Changes)

When you submit your PHA'’s financial information to REAC, the status of the submission
changes to PHA Submitted. The Status is displayed in the leftmost column of the Inbox page
when you display the submission info line. As part REAC processing, several possible changes
in status can occur. Some status changes will differ depending on the type of PHA (Low Rent
Only, Combined, or Section 8 Only). These are explained below:

6.2.1 Review status

The nightly batch processing will change the submission status from PHA Submitted to
Review. Submissions with Review status are being reviewed by REAC.

Real Estate Assessment Center
Financial Assessment Subsystem (FASS-PH) K
Work Items Search
Create Submission _Sruhzission :AII ‘Zl PHA Code :CAQQQ \Zl
Delete Draft Submission P —
Status | All L |
Link to 3/31/2008 and prior Fiscal End s z
Submissions Inbox Yaar (A ) |
PHA Code Fiscal Year End Date Received Submitter/Reviewer
Fevigw ~ CAS9E Hometown Hou Unaudited/MNo Audit  03/31/2009 Mo0z201
Resources
Additional Help User Guide and System Documentation Technical Assitance Center

EASS-PH website

6.2.2 Approved status

PHA Code Fiscal Year End Submitter/Reviewer

Hometown Housin Audited J Man-A-
Approved CAS99 8

Authority 133 09/30/2008 08/415/2008 MO0207 Fw00201

Click on the Approved link.

The Financial Data Schedule information for the PHA is displayed on the page.
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6.0 Submitting Financial Data

“Approved” means either Approved or Conditionally Accepted. If the submission was
Conditionally Accepted, a Conditional Accept Comments link will display in the blue menu box
on the left of the page:

Real Estate Assessment Center
Financial Assessment Subsystem (FASS-PH)

PHA Info Additional Information

PHA Code cA9599 Technical Assistance Center

—_— [ i Hel
PHA Name Hometown Housing Authority o
Conditional Accept Fiscal Year End Date: 03531420049
S Submission Type: Unaudited/A-133

PHA Information

PHA Code CAQ94
PHA Name Hometown Haousing Authority
EIN Number N/A

Internal REAC personnel will record “Conditional Acceptance Comments” for submissions that
are Conditionally Accepted. You can view these comments in the Conditional Accept
Comments page. Click on the Conditional Accept Comments link to see the comments:

Conditional Acceptance Reasons
DESCRIPTION WALUE

Comments: Conditional Acceptance Comments entered for users manual

6.2.3 Rejected status

PHA Code Fiscal Year End Submitter/Reviewer

i Audited F Non-A-
Rojactag CA993 ESE‘Z*::‘;"; Hausing e 09/30/2008 08/15/2008 MO0207 / MO0201

When your submission has this status, click on the Rejected link to see the PHA Information
page, with a Rejection Reason Details tab in the blue selection menu:
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6.0 Submitting Financial Data

Al Real Estate Assessment Center
l:l h 5 Financial Assessment Subsystem (FASS-PH)

PHA Code CAZOG Technical Assistape Center
Comments PHA Name Hometown Housing Autharity Help

Rejection Reason
R ——

Fiscal Year End Date: 03/31/2009
Submission Type: Unaudited/No Audit

PHA Information

PHA Code CAZ99
PHA Name Hometown Housing Autharity
EIN Number N/A

Click on the Rejection Reason Details tab. The Rejection Reason Details Page will display.
This page provides a description and value as to why the submission was rejected:

i Real Estate Assessment Center

%* &
%, h b Financial Assessment Subsystem (FASS-PH)
e ——

PHA Code CAI99 Technical Assistance Center
i i Hel,
PHA Name Hometown Housing Aathority nelp

Rejection Reason

Fiscal Year End Date: 03/31/2009
Submission Type: Unaudited/No Audit

Programs Not Reported Yes
Financial Information Not Consistent with GAAP Method No
Selected

Firlarllcial Information Not Properly Vet
Classified/Reported/Stated

Agency FY Different from Records No
Programs Combined Yes
Unexplained Indicators Affecting Indicators of Scored No
Material Non-Compliance with GAGAS Yes
Other No

HFPHAM rejection reason details and comments [YNYNYNYN).
12/1/08 1:34PM

You must correct the errors in the spreadsheet, create a new submission, upload the corrected
spreadsheet, and resubmit for approval. Chapter 8, Resubmitting Rejected Submissions,
describes the resubmission process.
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7.0 Deleting Draft Financial Submissions

7 DELETING DRAFT FINANCIAL SUBMISSIONS

Go to the FASS-PH initial page (The Inbox), and select “Delete Draft Submission” from the list
of Work Items on the left of the page. This will trigger a search of all draft submissions for your
organization. You may use any of the filters on the page, Submission Type, Status, or Fiscal

Year End, to better focus on the draft you want.

e, (-7

Real Estate Assessment Center

Financial Assessment Subsystem (FASS-PH)

Work Items Search
Create Submission _Srubzwlssmn |AII vl PHA Code CAZ99 V|
@ete Draft Submission ) i ;
Status [ Al ~|
Link to 3/31/2008 and prior : T
Fiscal End
" : g Search
Submissions Inbox Year | 08/30 | | |

Nothing found to displav.

Resources

Additional Help User Guide and System Documentation

FASS-PH website

Technical Assitance Center

From the list that was returned, find the draft(s) you wish to delete, click on the
corresponding box in the leftmost “Status” column, and press the “Delete” button at the

bottom of the list.

A

1 item found, displaying item 1 o1

Real Estate Assessment Center
Financial Assessment Subsystem (FASS-PH)

Select |Status |PHA Code Fiscal Year End |Date of Last Revision

Homelown - _ 5at Jun 30
Draft .CA988  Housing ang " 15:09:35 EDT %
2012

authorit

l

| Backto My Home
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7.0 Deleting Draft Financial Submissions

You will receive a warning message asking if you’re sure you want to delete the checked
(draft) submissions. Press “OK” to complete the deletion, or “Cancel” to back off without
deleting the draft.

Microsoft Internet Explorer

\:!/ Are you sure you want to delete the cheded submission(s)?

OK l [ Cancel

When you press “OK”, a confirmation page will appear. You can return to the Inbox page after
viewing it.

Real Estate Assessment Center

Financial Assessment Subsystem, (FASS-PH)

The following submission is deleted. One item found 1

PHA Code | PHA Name Fiscal Year End Date of Last Rbvision

T Hometawn Unaudited/Mon-4- Sat Jun 30 13:18:57
Housing Authority 133 EDT 2007

Backto My Inbox
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8.0 RESUBMITTING REJECTED SUBMISSIONS



8.0 Resubmitting Rejected Submissions

8 RESUBMITTING REJECTED SUBMISSIONS

In the event that a submission is rejected by REAC, you must resubmit corrected submissions
for reconsideration by REAC.

First check to see if a submission has been Rejected by REAC. In the Inbox, verify your PHA

code is in the drop-down menu, then press the button. You may specify the other
Search filters: Submission Type, Status and Fiscal Year End, or set them to “All”, as was done
in this example:

AR Real Estate Assessment Center
b * Hi ’ * & . . %
%, Ml & Financial Assessment Subsystem (FASS-PH)
Ny, _._/"‘
Work Items Search
Create Submission _Srub:ission I_AII _v| PGS 'CAQQQ _v|
Delete Draft Submission P r e
Status (A [t
Link to 3/31/2008 and prior - R — =  —
Fiscal End I 1
Submissions Inbox Yout (Al | _! I.

PHA Code Fiscal Year End Submitter/Reviewer
Aggg Hornetown Hou Unaudited/No Audit  03/31/2009 M00201
Resources
Additional Help User Guide and System Documentation Technical Assitance Center

FASS-PH website

All submissions matching the search criteria will be returned, with current status displayed in the
leftmost Status column. In the example above, the Status of the returned submission is
“Rejected”. You can click the Status drop down arrow * to see all possible status types:

Draft

IPA Agree
IPA Disagres
IPA Review
Review
Appraved
Rejected
PHA Submitted
Invalidated
Failure to Submit (S8 Only)
Late Presumptive Failure
Final Reject Extension

All

Click on the Rejected link to display the Rejection Reason Details page, which provides you
with a description and value as to why the submission was rejected. Please CAREFULLY
review comments. Refer to Rejection Reasons Details page for making necessary corrections
in the resubmission. You may want to print this page for easy reference when completing your
new resubmission.
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8.0 Resubmitting Rejected Submissions

To create a resubmission, make sure the PHA Code is set to your PHA, and click on the Create
Submission link at the top of the Inbox page.

o Real Estate Assessment Center
(7% %* 5| p . %
Financial Assessment Subsystem (FASS-PH)
\’-:'.’ =
Work Items Search
(CTEaE S Submission
AR89
- oy LAl v| (PHA Code P
Delete Draft Submission
Status |P~.I| v|
Link to 3/31/2008 and prior ! i
o Fiscal End
Submissions Inbox Year Al 8
 Status | PHA Code Fiscal Year End Submitter/Reviewer
Rajected CAG98 Hornetown Hou Unaudited/MNo Audit  03/31/2009 M00201
Resources
Additional Help User Guide and System Documentation Technical Assitance Center

FASS-PH website

A PHA Information page will display. Make sure the Reporting End Date is identical to
the rejected submission, and the other fields are checked appropriately.

Proceed as if it is a new submission. See Section 5 for detailed steps
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